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Christine Joyce

From: Lauren Rosenzweig [lsr57@comcast.net]

Sent: Friday, October 17, 2008 8:03 AM

To: Board of Selectmen

Subject: Selectmen Meeting “Ground Rules”

Attached are some ground rules I developed to help our meetings go more smoothly (and hopefully get us out a
little earlier!).

Please review for Monday night’s meeting. We will be voting whether to accept these as policy and procedure.
Please have any suggested edits ready to discuss.

Christine and Maryjane—The above is the draft I want in the packet.

Sincerely,

Lauren

No virus foundin this outgoingmessage.
Checkedby AVG.
Version: 7.5.524 /Virus Database:270.8.1/1728- ReleaseDate:10/16/20087:38AM

10/17/2008



DRAFT -GROUND RULES FOR BOS MEETING

Purpose: To keepourBOS Meetingsrunningon time andconductedin apositive,
respectfulmanner.

Rules:

Study your packet. Simplequestionsandclarificationscanbeaskedbeforethemeeting.
EX.)Doesthecurrentzoningrequire20 feetsetbacksor canweasktheapplicantto
movethebuildingcloserto the street?

Prepare questions,havenotesregardingpointsyou wishto make

Arrive for the meetingpromptly—it is suggestedthatyouplanto arrive 15 minutes
aheadofthestarttime

Be recognizedby the Chairperson before speaking

Listen to one another—no interruptions,no sidebars.Wait to be recognizedby the
Chairbeforespeaking.

If youdon’t understand what someoneis saying,pleaseaskthem to repeat it or
explain it. You areprobablynot theonly personwhodoesn’tunderstand.

Avoid useof buzz words—sayBoardof SelectmenratherthanBOSor explain—Board
ofSelectmen—whichweshortento “BOS”.

Useplain and simple English. Do not talk for too long (3 minutesperSelectmanper
issueshouldbesufficient) andtalk slowly into themicrophone.

Be polite.

Switch off your cell phone.

Keep discussionon topic and focused.

All ideaswill be treated with respect. In the event of a disagreement,there will be a
vote taken or the matter will be continued to a future meeting.

The Chairperson will summarize themeetingat the end,and remind peopleof
action items if appropriate.

If you have any concernsabout the ground rules not being respectedpleasespeakto
the chairperson after the meeting.

Keep it light—a senseof levity and respectful humor goesa long way.



E-mail Rules:

• All requestsfor staff or other committeesgo through the chair. If the topic is
not somethingthe board has already agreed to, it must be brought before the
Board at a meeting.

• The Chairpersonwill spendno more than 20 minutesper Selectmanper
weekansweringe-mailsand/or taking phonecalls. Pleasebe respectful of the
Chairperson’s time, and plan questions,discussionof issuesaheadof time.


